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Student Assessment Tes t  Development F i l e s /  
Test  and Test  Scor ing M a t e r i a l s  

a. g# EGblirh Retention Schedule; n n x d  will continue to accumulate. 
b. 0 Dispose of wesent armmulation: no further accumulation anticipated. 
c. 0 Amend ADplication No. Checkone: 0 Chaw: 0 Supwade; 0 Void 

1. oatel of S.ri I 5. Rrordr S.ri rib l f o l l d  by tide used in office; if diffcrcnt) 

Fileisarranged: by F i s c a l  Year, thereunder by Grade Level  (Grades 1-12), thereunder by 
Test  Cycle Date (i .e. Development/Field Test/Review Process/Final Operat ional  Test  Form) 

#. Monthly Refarena Rm 
One m six months old 

- 
How often are records referred to which are: 

30 ; Thirteen to twenty-four months old - 20 30 ; Seven to twelve months old 

twenty-five months and older 5 ?  ~- 
3. Annual Ram of Armmulation of Record# - 

Letter-size drawers 2 ; Legal-size drawers ; Shelves : Other Iawcify) - ~- 
TOTAL CURRENT ACCUMULATION: 80 Cubic Feet 
R-50-71; R-. 76 (0-1 ! - 

I 

~~ . ~~~~~~~ ~~ 



- 
a. Is this the official cow of the series? 

I f  not where i s  it? X 
I I 

X 
X 
X 

b. Doer the series mntain mofi 

c. Is this a vital record? 

t ia l  i ormation requiring n w i t y  handling? If yes, cite law 01 regulation. 
Tests r e q u i r e  secun ty3ans l f l ng .  * 

d. Doer this series have historical or long term research value? 
e. When one or two documents in the file make it necessary to keep the entire file for b long peiiod, muld the- 

contained in this series eYer analyzed a n d h  rebded in a summarized report? 

11. Retention Requirements The following requires the series to be kept: 

a. StateLaw d. Audit period 5 years. 
b. Statute of limitation ~ 6 / 1 4 / 8 9 ~ ~ ~ ~ ~ ~ .  e. Administrative need 15 years. 
c. Federal law 0 years. f. Federal retention instructions 0 -years. 

Attach mw or excert of laws or regulations. Explain administrative need. 
Q u a l i t y  Basic Education (QBE) Ac t  - 20-2-151(2) and 20-2-281 

.State Board P o l i c i e s  11, I H E  and IHF 

Inrtntcb'ons This agency recommends that the file series b cut off at the end of each: 
0 Calendar Year; Fiscal Year; 0 Other then, 

%# Hold in the current files area m t h W  yeads); then 
0 Transfer to local holding area; hold 
0 Transfer to State Remrds Center; hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
x other ispecifyl 

yeads); then 
yearb): then 

1. Trans fer  one copy o f  each Operat ional  Test  Form t o  S ta te  Archives f o r  pe%nent 
re ten t i on .  A l l  o the r  Ooerat ional  Test  Forms w i l l  be ouraed from t h e  f i l e s  bv the  I - "  - -  
vendodc rea t ing  u n i t )  before records are  t r a n s f e r r e d  o t e S t  Records Center. 1 2. T rans fer  remainder o f  f i l e s  t o  S ta te  Records Center, +iolb; f o r  $Vyears ,  then reappra is i  
- h i s t o r i c a l  value. 

coopera t i ve l y  by the  Department of Education and Department o f  Archives and H is to ry .  
Magnetic Computer Tapes and Disc Packs: 
Corn u t e r  Records w i l l  be maintained i n  Current  F i l e s  Area and Local  Hold ing Area u n t i l  

I f  appra isa l  i s  negat ive,  then destroy.  Appra isa l  w i l l  be conducted 

3. 

**N$fi: %ese reco r  d s a re  t o % e  $'ye$ $!savo3h.e s i t e  o f  c rea t ion .  70 e r  needed o r  r e f e r  nce ,c The records are  
produced by con t rac tua l  agreement and are  p roper t y  o f  the  Georgia Department of 

These imtru#%$a\$??fo al l  pior and future accumulations of the series. 

*** SEE FirTACHMENT *** 

Sin- R.cordr Cornmima lSi@afueJ Date 
I Remmmendationr in mra- I .  I 

6 -3sf 1 * graph 12 are approved. State Auditor/Desgnee 
'f disapproved, ansd, letter 

of explanation.1 Screwy of State/Designer +jcjq - 
8 ? d / O  -0 2 LJ. 1 J . a -  GOVCRVOR ' S 

-lmm 
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App l i ca t i on  f o r  Records Retent ion Schedule 
Georgia Department o f  Education 
Student Assessment Test  Development F i l es /Tes t  and Tes t  Scor ing Ma te r ia l s  

7. Inc luded are: Proposed Test  Quest ions i n  " d r a f t "  form which a r e  reviewed 
by s t a f f  e d i t o r s  and consu l tan ts  and a r e  r e j e c t e d  as unusable 
t e s t  items f o r  var ious  reasons (worded unc lear ly ,  biased, etc.)  

12. D i s p o s i t i o n  I n s t r u c t i o n s :  

Due t o  the  " s e c u r i t y  environment" i n  t h e  t e s t  development and admin i s t ra t i on  
process, the  " d r a f t "  forms o f  Proposed Tes t  Quest ions and Working Papers a re  
destroyed on a d a i l y  bas is  by t h e  shredding process. 
"Dest ruct ion o f  Documents Log" i s  used t o  mon i to r  t h e  " s e c u r i t y  handl ing" 
o f  the  des t ruc t i on  o f  these papers. 

An i n t e r o f f i c e  form, 

LEGAL O P I N I O N :  

Proposed Tes t  Quest ions which a r e  reviewed a t  t h e  very beginning o f  t e s t  f o rmu la t i on  

and are  r e j e c t e d  as unusable t e s t  i tems a r e  o f  no value t o  t h e  ac tua l  t e s t i n g  process. 

They add no th ing  t o  the  exp lanat ion  o f  t h e  t e s t i n g  process nor  t o  the  ac tua l  t e s t  

development. Retent ion o f  these " d r a f t "  Proposed Test  Quest ions would be unduly 

cumbersome. It i s  my op in ion  t h a t  these re fe rence f i l e s  do n o t  need t o  be 

mainta ined and because o f  t h e  c o n f i d e n t i a l  c l a s s i f i c a t i o n  o f  t h e  t e s t i n g  mater ia ls ,  

they would n o t  be open f o r  p u b l i c  i nspec t i on  according t o  t h e  Georgia Open Records 

Law. 
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